State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Assistant Information Systems Analyst

DWR POSITION NUMBER
0690-1479-xxx

SAP POSITION NUMBER MCR
50043375 1

APPOINTEE
Vacant

SAP PERSONNEL NO.
TBD

DIVISION/SECTION
BSOI/IT Contracting and Purchasing Services

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
RO1

RESPONSIBILITIES EXERCISED
[ Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)

Martin A. Stevenson

SUPERVISOR'S CLASSIFICATION
Sr. Information Systems Analyst (Sup)

APPROVED BY (Personnel Analyst's Name)

DATE

JL

03/25/14

Percent of
Time

Activity

POSITION SUMMARY

Under supervision of the Chief, Information Technology (IT) Contracting and Purchasing Services
or designated staff in a lead capacity, the incumbent performs the less complex IT contracting and
procurement functions for department-wide acquisitions of IT goods, hardware, software,
accessories and services. The incumbent functions as a team member in the processing and
development of the less complex IT contracts and procurements consistent with statutory,
regulatory, and procedural requirements; and monitors the completion of IT procurements through
the order acceptance and/or receipt of services. Incumbent must adhere to all policies as set forth
by the State of California Department of Technology, Department of General Services (DGS), as well
as those of the DWR Departmental IT Governance Standards and IT Policies as set by the
Department's Chief Information Officer.

ESSENTIAL FUNCTIONS

The incumbent must:

25%

1) Establish good working relationships with coworkers, program staff, Department management,
control agency staff;

2) Maintain regular, consistent, predictable attendance;

3) Exercise good judgment and maintain high ethical standards, avoiding conflicts of interest;

4) Must use and develop acquisition techniques, skills, and knowledge along with good
written/verbal communication skills and personal computer skills, using the MS Office suite
of software and SAP ERP software, to prepare bid and procurement documents;

5) Consult with the Lead Analyst regarding leveraged procurement contracts and issues with
procurement documents submitted by program.

SPECIFIC ESSENTIAL DUTIES

1) With the guidance of the Lead Analyst, prepare less complicated bid and procurement
documents using SAP Enterprise Resource Planning software, the standard suite of Microsoft
Office software and the DGS eProcurement system (BidSync).

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)
Martin A. Stevenson

SUPERVISOR’S SIGNATURE
>

DATE

EMPLOYEE’S STATEMENT:

I HAVE DISCU

SSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’'S NAME (Print)

Vacant

EMPLOYEE’S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Assistant Information Systems Analyst 0690-1479-xxx 50043375 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION

TBD BSOI/IT Contracting and Purchasing Services

Percent of
Time

Activity

15%

15%

15%

15%

2) Prepare and coordinate the documentation for special case approvals such as:

a) Assist with preparing Non-Competitive Bid (NCB) or limited to brand (LTB) contracts and
procurements that are required when a single manufacturer's product or service is the only
acceptable solution. With guidance from the Lead Analyst or the Supervisor, Process
NCB/LTB requests for these acquisitions, which requires a general familiarity of the control
agency's criteria and exceptions to those requirements, as well as the ability to
communicate precise technical requirements in a form that will be easily understood and
accepted by the control agency.

b) Assist with Government Code 19130 approvals for contracting out services when the
department does not have the staff with expertise to perform certain services to meet
department objectives.

c) Prepare and assist Control agency exemptions for program staff to the use of mandatory
standards or contracts when the needs of the department cannot be met by using the
mandated standards, products or services.

3) Develop, use, and apply IT systems and software knowledge, IT acquisition techniques, skills,
and procurement knowledge as outlined in state laws, regulations, the State Administrative
Manual (SAM) Sections 1200, 3500, 4800 and 5200, Small Business and Disabled Veteran
Business Enterprise Program legislation, the State Contracting Manual (SCM) Volume llI,
the State Information Management Manual (SIMM), the State Telecommunications
Management Manual (STMM), Executive Orders, Management Memos, DGS Broadcast
Bulletins, California Department of Technology (Cal-Tech) Technology Letters, Department
Administrative Manual (DAM) and DWR Enterprise Process Guides (EPG) to complete
purchases and contracts in legal compliance with applicable guidelines.

4) Prepare less complex state contracting and procurement documents, coordinating user needs,
vendor requirements, and departmental policies. With the guidance of the Lead Analyst,
develop the contract language with bidders and contractors while preserving the State's
interests and legal position. Prepare and administer less complex competitive bids, both
formal and informal, to obtain responsive and compliant bids. Ensure that bids, contracts and
purchases are legal and compliant with state requirements. Typical bid documents include:
specifications, statements of work, telephone solicitations; Small Business/Disabled Veteran
Business (SB/DVBE) Option bids; Leveraged Procurement Agreements (LPA); Request for
Offers (RFOs); and Requests for Quotations (RFQs).

5) Interpret the technical system, software and services requirements specified for an acquisition
and edit the submissions provided or clearly translate this information into a bid document
which is both understandable and equitable to bidders. Develop or review the acquisition
assumptions, state and vendor responsibilities, statement of work, deliverables, product
specifications, functional requirements, schedules, drawings and licensing requirements,
Work with the Lead Analyst to develop payment mechanisms, risk protection measures,
training, knowledge transfer and project/contract completion criteria. Communicate with the
vendors regarding their product(s) and IT industry standard practices in order to get products
and services needed by the department in the shortest time possible given all considerations.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Assistant Information Systems Analyst 0690-1479-xxx 50043375 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD BSO/IT Contracting and Purchasing Services
Percent of Activity
5% 6) Perform as a project team member in the conduct of less complex IT contracts and

procurements. Capture statistical data obtained from contract and procurement documents and
entering into a database or online system for tracking and reporting purposes; track contract
performance metrics and prepare reports for management review; advise and consult on the
best acquisition method; prepare the solicitation document; negotiate less complex
contract/procurement language with participating bidders; notify participating bidders of the
Department's intended awardee; and assist the Lead Analyst in their work with DGS in defending
protests.

5% 7) Coordinate evaluations of product/proposals; coordinate evaluations with subject matter
experts and multi-disciplinary teams; and, with input from the Lead Analyst, assist program staff
in preparing less complex evaluation and selection reports. Use knowledge and familiarity of
various industries vendor product lines to assist customers with purchases of IT goods and
services

5% 8) Participates in the development and implementation of policies, procedures, suggestions,
improvements and training courses relative to IT contracting and procurements. Working
with the Lead Analyst and the Chief of IT Contracting and Purchasing, develop and update
IT contracting and procurement solicitation checklists, guides and web pages. Attend IT
hardware and software product demonstrations and IT trade shows/forums in order to stay
abreast of industry and state technology trends.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering and/or the Public Affairs Office during DWR Director
and/or Governor-declared emergencies, flood, dam, State Water Project and other incidents and
emergencies. Additionally, this position may participate in emergency operations in the capacity of
area team, field inspection, coordination, and assist agencies such as OES and FEMA in disaster
work, including performing field work to complete damage survey reports for droughts, flooding,
earthquakes, and other emergencies. This position may serve in one of the sections as established
in the Incident Command System to assist the Department in performing its emergency
preparedness, response recovery, and mitigation functions. These functions are established in the
California State Emergency Plan and the Department’'s Administrative Orders.

SPECIAL REQUIREMENTS

1) Requires periodic statewide travel that may require travel by car, bus, train or plane.

2) Must possess a valid California Driver's License.

3) Requires ability to move 25 pounds for transportation of materials to meetings and training.
4) Requires periodic overtime during times of high workload.

5) Ability to sit for long periods of time performing work at a desk or attending meetings.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Assistant Information Systems Analyst 0690-1479-xxx 50043375 1

APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Vacant TBD BSOI/IT Contracting and Purchasing Services
PerT(;%rg oF Activity

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of:

1) SAP Enterprise Resource Planning (ERP) software, specifically the Material Management and
Logistics modules.

2) Analytical and statistical methods and practices.

3) Business and contract law related to procurement and contracting.

4) Personal computers and the Microsoft Office Suite of software programs to prepare documents,
bids and training materials.

Ability to:

1) Analyze less complex data, spreadsheets and financial data and develop logical conclusions
and recommend appropriate action.

2) Assist with the development of solutions, processes and procedures and support new and
different business processes when they are introduced.

3) Work cooperatively with others including DWR managers, supervisors and staff and other
State department staff, bidders, vendors, legislators and members of the public.

4) Accurately interpret and apply laws, policies and regulations.

5) Resourceful use of Internet search and technical websites to obtain needed information.

6) Develop the ability to present ideas and information effectively, both orally and in writing.

7) Manage multiple priorities, meet short processing time lines when necessary, and handle
varying and sometimes large workload volumes.

8) Work productively in a demanding environment and deal with challenging customer
requirements while maintaining a calm, professional demeanor.

Skills to:

1) Use printers, copiers, telephones, fax machines, Internet, and electronic mail.

2) Conduct meetings, speak before groups of various sizes and interact with various levels of
staff and management.

3) Explain intricate procurement and contracting policies, rules and procedures to those not
familiar with them.

SPECIAL PERSONAL CHARACTERISTICS

1) Willingness and ability to accept increasing responsibility and a demonstrated capacity for
development.

2) Willingness and ability to assist the Chief, IT Contracting and Purchasing Services to
accomplish assigned duties.
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	activity3: 6) Perform as a project team member in the conduct of less complex IT contracts and
    procurements. Capture statistical data obtained from contract and procurement documents and
    entering into a database or online system for tracking and reporting purposes; track contract
    performance metrics and prepare reports for management review; advise and consult on the
    best acquisition method; prepare the solicitation document; negotiate less complex
    contract/procurement language with participating bidders; notify participating bidders of the
    Department's intended awardee; and assist the Lead Analyst in their work with DGS in defending
    protests. 

7) Coordinate evaluations of product/proposals; coordinate evaluations with subject matter
    experts and multi-disciplinary teams; and, with input from the Lead Analyst, assist program staff
    in preparing less complex evaluation and selection reports.  Use knowledge and familiarity of
    various industries vendor product lines to assist customers with purchases of IT goods and
    services

8) Participates in the development and implementation of policies, procedures, suggestions,
    improvements and training courses relative to IT contracting and procurements.  Working 
    with the Lead Analyst and the Chief of IT Contracting and Purchasing, develop and update 
    IT contracting and procurement solicitation checklists, guides and web pages.  Attend IT
    hardware and software product demonstrations and IT trade shows/forums in order to stay
    abreast of industry and state technology trends.

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering and/or the Public Affairs Office during DWR Director and/or Governor-declared emergencies, flood, dam, State Water Project and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area team, field inspection, coordination, and assist agencies such as OES and FEMA in disaster work, including performing field work to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SPECIAL REQUIREMENTS
1) Requires periodic statewide travel that may require travel by car, bus, train or plane.
2) Must possess a valid California Driver's License.
3) Requires ability to move 25 pounds for transportation of materials to meetings and training.
4) Requires periodic overtime during times of high workload.
5) Ability to sit for long periods of time performing work at a desk or attending meetings.
	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	IMMEDIATE SUPERVISOR: Martin A. Stevenson
	SUPERVISOR'S CLASS: Sr. Information Systems Analyst (Sup)
	personnel analyst: JL
	personnel date: 03/25/14
	PERCENT OF TIME: 
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	activity: POSITION SUMMARY
Under supervision of the Chief, Information Technology (IT) Contracting and Purchasing Services or designated staff in a lead capacity, the incumbent performs the less complex IT contracting and procurement functions for department-wide acquisitions of IT goods, hardware, software, accessories and services.  The incumbent functions as a team member in the processing and development of the less complex IT contracts and procurements consistent with statutory, regulatory, and procedural requirements; and monitors the completion of IT procurements through the order acceptance and/or receipt of services.   Incumbent must adhere to all policies as set forth by the State of California Department of Technology, Department of General Services (DGS), as well as those of the DWR Departmental IT Governance Standards and IT Policies as set by the Department's Chief Information Officer.

ESSENTIAL FUNCTIONS
The incumbent must:
1) Establish good working relationships with coworkers, program staff, Department management, 
    control agency staff; 
2) Maintain regular, consistent, predictable attendance; 
3) Exercise good judgment and maintain high ethical standards, avoiding conflicts of interest;
4) Must use and develop acquisition techniques, skills, and knowledge along with good
    written/verbal communication skills  and personal computer skills, using the MS Office suite 
    of software and SAP ERP software, to prepare bid and procurement documents;   
5) Consult with the Lead Analyst regarding leveraged procurement contracts and issues with
    procurement documents submitted by program.

SPECIFIC ESSENTIAL DUTIES 
1) With the guidance of the Lead Analyst, prepare less complicated bid and procurement
    documents using SAP Enterprise Resource Planning software, the standard suite of Microsoft
    Office software and the DGS eProcurement system (BidSync).
	supervisor name: Martin A. Stevenson
	employee name: Vacant
	activity2: 2) Prepare and coordinate the documentation for special case approvals such as:
    a) Assist with preparing Non-Competitive Bid (NCB) or limited to brand (LTB) contracts and
        procurements that are required when a single manufacturer's product or service is the only
        acceptable solution.  With guidance from the Lead Analyst or the Supervisor, Process
        NCB/LTB requests for these acquisitions, which requires a general familiarity of the control
        agency's criteria and exceptions to those requirements, as well as the ability to
        communicate precise technical requirements in a form that will be easily understood and
        accepted by the control agency.
    b) Assist with Government Code 19130 approvals for contracting out services when the
        department does not have the staff with expertise to perform certain services to meet
        department objectives.
    c) Prepare and assist Control agency exemptions for program staff to the use of mandatory
        standards or contracts when the needs of the department cannot be met by using the
        mandated standards, products or services.
3) Develop, use, and apply IT systems and software knowledge, IT acquisition techniques, skills,
    and procurement knowledge as outlined in state laws, regulations, the State Administrative 
    Manual (SAM) Sections 1200, 3500, 4800 and 5200, Small Business and Disabled Veteran
    Business Enterprise Program legislation, the State Contracting Manual (SCM) Volume III, 
    the State Information Management Manual (SIMM), the State Telecommunications
    Management Manual (STMM), Executive Orders, Management Memos, DGS Broadcast 
    Bulletins, California Department of Technology (Cal-Tech) Technology Letters, Department 
    Administrative Manual (DAM) and DWR Enterprise Process Guides (EPG) to complete
    purchases and contracts in legal compliance with applicable guidelines.

4) Prepare less complex state contracting and procurement documents, coordinating user needs, 
    vendor requirements, and departmental policies.  With the guidance of the Lead Analyst,
    develop the contract language with bidders and contractors while preserving the State's
    interests and legal position.   Prepare and administer less complex competitive bids, both 
    formal and informal, to obtain responsive and compliant bids.  Ensure that bids, contracts and
    purchases are legal and compliant with state requirements.  Typical bid documents include:  
    specifications, statements of work, telephone solicitations; Small Business/Disabled Veteran 
    Business (SB/DVBE) Option bids; Leveraged Procurement Agreements (LPA); Request for 
    Offers (RFOs); and Requests for Quotations (RFQs).

5) Interpret the technical system, software and services requirements specified for an acquisition
    and edit the submissions provided or clearly translate this information into a bid document
    which is both understandable and equitable to bidders.  Develop or review the acquisition
    assumptions, state and vendor responsibilities, statement of work, deliverables, product
    specifications, functional requirements, schedules, drawings and licensing requirements,
    Work with the Lead Analyst to develop payment mechanisms, risk protection measures,
    training, knowledge transfer and project/contract completion criteria.  Communicate with the
    vendors regarding their product(s) and IT industry standard practices in order to get products
    and services needed by the department in the shortest time possible given all considerations.
	Text1: 
	Text2: KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of: 
1) SAP Enterprise Resource Planning (ERP) software, specifically the Material Management and
    Logistics modules.  
2) Analytical and statistical methods and practices.
3) Business and contract law related to procurement and contracting.
4) Personal computers and the Microsoft Office Suite of software programs to prepare documents,
    bids and training materials.

Ability to:
1) Analyze less complex data, spreadsheets and financial data and develop logical conclusions
    and recommend appropriate action.
2) Assist with the development of solutions, processes and procedures and support new and
    different business processes when they are introduced.
3) Work cooperatively with others including DWR managers, supervisors and staff and other 
    State department staff, bidders, vendors, legislators and members of the public.
4) Accurately interpret and apply laws, policies and regulations.
5) Resourceful use of Internet search and technical websites to obtain needed information.
6) Develop the ability to present ideas and information effectively, both orally and in writing.
7) Manage multiple priorities, meet short processing time lines when necessary, and handle
    varying and sometimes large workload volumes.
8) Work productively in a demanding environment and deal with challenging customer
    requirements while maintaining a calm, professional demeanor.

Skills to:
1) Use printers, copiers, telephones, fax machines, Internet, and electronic mail. 
2) Conduct meetings, speak before groups of various sizes and interact with various levels of 
    staff and management.
3) Explain intricate procurement and contracting policies, rules and procedures to those not
    familiar with them.

SPECIAL PERSONAL CHARACTERISTICS
1) Willingness and ability to accept increasing responsibility and a demonstrated capacity for
    development.
2) Willingness and ability to assist the Chief, IT Contracting and Purchasing Services to 
    accomplish assigned duties.
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